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1/ 

1. PURPOSE. This order presents the staffing guide developed by the Aircraft Certrfication Servrce (AIR) 
contained in Staffing Guide for Certification Engmeers and Flight Test Prlots - Firral Report. dated Janus? 1992. 
cotrnng work performed by non-;upenisoF engineers and flr&t test pilots at the Washmgton headquarters of the 
Arrcrat? C<rtrficatron Senice. the Ancraft Certification Directorates. and all Aircrafi Certification Offices. This 
order estabhshes the Staffing Guide Review Cornnuttee. 

2.11 DISTRIBUTION. This order IS distnbuted to the director level in the Office of Business Information and 
Consultatron. Financral Senxes. Human Resource LManagement; the branch level in the Aircraft Certtficatron 
Senlce; the branch level m the Xircra!? Certrficatron Drrectorates: and standard distribution to Aircraft 
Cy-dicauon Offices. 

3. C.WCELL.4TIO?i. Order I380.53C. Staffing Guide For r\viation Safec (Certification) Engineers and 
Flight Test Pilots. dated August 8. 1996. IS canceled. 

1. BACKGROUND. The .4ircraf? Certification Service and the Office of Management Systems 
initiated an et7ot-t in 1989 to develop a sta!Tin_p guide for non-supenisory engineers and tlight rest pilots 
workin_e in its .&rcratI Certification Offices. Directorate and headquarters divisions. The efYort was 
undenaken to 

I a. Document for the first tune the full scope of .UR stork program requrrements. 

; b. Improve the orgmzation’s position III developmg and Justlf’jing budget request for staffing 

C. Establish a validated set of measures applicable to the vvork performed by certrfication engineers and 
fhghr ten p1lou 

d. Comply with F.&I policy as stated in Order I380 34.X FM Stafling Standards program. to establish 
stMfing standards following the definition of essential work functions. 

c. Xleet the requirements of Order 1800.56. Xdmm.istration of Xviation Standards Activities - Program 
Gurdelmes. 

Drstnbution: A-W(BC/B.-VHR)-1; A-N’(IR)-3; A-N(CD)-3; A-FAC-O(Std) Initiated By: .-\BC-210 
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5. ‘ESPLANATION OF CHANGES. This revision contains chrtnges prcscnbed by the Staffmg Guide Re\tew 
Coryntttee. This revision: 

a. Deletes all references to the Bnrssels Xircr3A Crrtificatton Divrsion 

jb. Deletes 311 rrquuemrnts for monthly reports 

,! c. Expanded the ivork measure applicability ch;irt in appendix I. page 8. for “briefing material prepared” to 
mclude Atrcr3A Certrfication Offices and Directorates. 

d. Added two new work measures both under Regulstory Policy Development: Review of documents 
3ssoctctted 1~1th clearance iecords ( I I hours) and Reklew of SAE documents (5 hours). 

6. ,DEFINITIONS. All definitions required for application for the srafIing guide are included in Appendix I. 
Sufling Guide for Certtficatton Engmeers and Flight Test Pilots. 

7. F0R.W AND REPORTS. 

:a- All AIR divistons. Directorates. and ACOs lvill submrt a Completed Work Products and Staff Hours 
Rep&t. on 3 quarterly basis to the Arcraft Cenificatron Senlce. Planrung and Program Management Division 
(.AIR-500). AC0 and Director3te.swff reports ~111 be subrmtted through the appropriate Dircctomte. who \\ill 
fon\+rd a consolrdated directorate/divtsion report and all original reports to AIR-500. All reports must be received 
b>, SIR-SO0 no later than IO tiorking days 3Aer the completion of each quxter. A sample of a hpicai repon IS 
mcluded UI Appendix 2 3s Figure I. Sample Completed Work Products and Staff Hours Report. 

‘b. The .&rcr;lft Certification Directorates 3nd the Washington hejdquanen Engineering Division UIII 
sub+ 3 Smffing Requtrements Report. on M 3nnusl basis to the .ArrcraA Certrficatton Semite. Plsnrung 5nd 
Program \!3n3gement Dt!xsion (AIR-500). The directorate offices. \\hich includes Central. New England 
So&west .1lounum. South\vest. and AIR-100. hai,e to subnut a consolidated report to AIR-500 for re\-tew ;Lnd 
consol&tton into 3 total Aircraft Certification Sen-tee report. All reports must be received by AIR-500 no later 
th3n 20 xork d3ys after the completton of each fiscal :ear. A sample of a ~p1c3l report is included in appendix 2 
3s Ft,gure 2. Sample SMing Requirements Repon. 

8. DESCRIPTlON OF STAFFING GUIDELINES. StAing guides and standards are designed to express 
the sMIing requirements of an organization or fi.mctton in terms of hours or work years of employee effort. 
Presented m the form of mathematical models. cquatrons. or comptlattons of task activity tunes, staffing gwdes 3nd 
stand3rds are based on specific work measures of the activtty or output expected of tnined. experienced personnel 
o~r3tmg 3t 3n 3ppropriate pace. Workload figures derived by spplicatton of these direct work mtxures 3re 
combuxd \nth allowances or factors to account for leave. trauung. and other overhead actrvities. The mdirect work 
3ilo+mzs 3re sho\\n m figure 3. appenlx 2. The resulting figure represents tot31 orgaruzational workload. \\hrch 
IS then drwded by 3 standard employee worbcar (IX. . 2087 hours) to vteld total staf?ing requirements. 

Par 5 
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9. SCOPE. The stafJing guide is organized around the three major mission areas included in the Aircraft 
Certrfication Regulatory Program (ACRP): continued operational safety: regulatory policy development; and 
certifications. approvals. and appointments. The gurde addresses tsvo broad categories of effort. direct and indirect 
pork activities. The guide includes direct \vork measures and time standards along \vith worksheets for reporting 
staff hours devoted to major. long-term cefiification and rulemaking projects. An in-depth description of the 
gurde‘s structure and content is provided in the final report on the stafting guide development project. 

10. METHODOLOGY. 

, a. The methodology employed in developing the staffing guide was structured around hvo key elements: a 
phased approach to build and validate each component of the guide. and reliance on the Staffing Guide Revrev\ 
Connurtee of ACO. Directorate. and headquarters managers to assist m generating required informatron and 
providing ongoing quality assessment. 

b. The follo\ving three information components collectively provided the basis for both the initial design and 
final composrtion of the stafig guide: 

(1) Preliminary Data Sources. The initial design of the staffing guide and much of the basrc 
\\orkload informatron contamed in ns draft and final versions were derived from a number of preewtmg sources of 
day concerning AJR and ACRP activities and projects. These sources included: 

I4 (a) The AIR Job Task Analysis (JTA). a comprehensive 10 volume inventory of the pro&B 
generated and the tasks and procedures performed under the ACRP. 

‘8 
(b) Service and workload indicators previously developed to capture and define AIR 

rssponsrbilities. both in broad as IveIl as specific terms. 

(c) Field visits to each of the four Directorate division staffs and a cross section of AC@ to 
d$uss \vorkload definmon and tune requirement issues. 

‘I (d) Current year and historical AIR workload data from the Project Information Control System 
(PIGS). providing actual completion items for various ACRP products and activities. 

1 (2) Staffing Guide Review Committee Input. The StafIing Guide Review Committee of IO managers 
representing all AJR Divisions. Directorate. and AC0 organizational elements played a critical role in all phases of 
the staffing .gu;ulde development process. Staffing Guide Review Committee members provided feedback regarding 
the inmal desrgn of the guide, generated additional information and data sources. revised and validated the guide 
through each project phase, served as project focal point in their respective organizations. and facilitated and 
coordmated a nationwide field test of the stat?ing guide. ! 

1’ ./ (3) Test and Evaluation Activities. The AIR staffing guide development process included hv0 formal 
tests: a pilot test of the preliminary version of the guide. and a full field test of a revised version of the guide vshich 
reqectrd both the results of the pilot test and additional modifications made by the Staffing Guide Revietv 
Comnunee. 

Par 9 Page 3 
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,, c. Development of the guide was completed over a two-year penod through several phases: preliminar! 
dewy. final design, initial draft. revised draft. and final version. Additional activities completed prior to the 
effective date of this order include creation of an automated job aid to assist users of the guide in recording and 
tracking workload data. and development and delivery of an orientation and training seminar to familiarize ACO. 
Direbtorate. and headquarters staff with the guide’s purpose and application. An in-depth descnptton of the 
mtxhodolog\~ employed to develop the guide is prov.tded in the final report on the staffing guide development 
proJects. 

‘d. The Staffing Guide Review Committee vvill continue to functton as a standing committee vvith a mandate 
to rc:iew and propose revisions to the staffing guide as necessary to meet new or changing organizational 
requtrements. Paragraph I4 provides a complete description of the standing committee’s specific responsibilities m 
thus regard. 

11. APPLICABILITY. The staffing guide as defined in appendix 1 to this order applies to non-supervisop 
certtfication rngmecrs and flight test pdots at the AIR Division. Directorate and AC0 levels. Work performed b) 
supeh~sory crrttfication engmeers and flight test pilots. admimstrative support staff. and technical/clerical 
personnel is not addressed by thus staffing gutde. 

12. *!,USE OF STAFFLUG GUIDE. 

I a. The work measures and time standards included in this order shall be applied to calculate Aircraft 
Crrt!ficatton Service staffing requirements for use in the formulation and justification of annual budget requests. 
Staf%ng requirements vvill be dewmined by application of the work measures and time standards both to record 
completed vvork for the current \‘ear and to project oupear vvorkload based on historical trends and antrcipated 
changes m orgamzational activities (industn driven demand acttv:ties). Required staffing levels derived through 
this procedure vv~ll form the basis for total non-supervisory certtfication engineer and flight test pilot staffing 
figures mcluded in the agency’s budget request to the Office of Secretary of Transport3tion. the Office of 
.\Ianbgemrnt and Budget. and the Congress. 

‘b. Workload and staffing levels information developed through use of the staffing guide vvill also be a basts 
for Axcraft Certificatton Senice strategic planning, pohcy development. and human resources management 
proc sses. 
sche 4 

Addrttonal applications of staffing guide information may include employee workload allocation and 
uling. non-personal servwe budget development (e.g.. equipment. office space). and organizational or 

limctional realignments. 

C. \$Chile required stafling levels derived through application of the staffing guide will provide the basis for 
fotn’ulatmg agency budget requests for staffing. ultimate approval and authorization of organizational staffing 
Ievrls,vv~ll be dependent on determinations made b>, the Secretary of Transportation. the Ofice of Management and 
Bud&t. and the Congress. 

‘/ 

13. /~SPONSIBILITIES. This order assigns continuing responsibilities for the application. maintenance. and 
rev ts\bn of the Staffing Guide for Certrfication Engtnrers and Flight Test Pilots. 

!p Aircraft Certification Offtces are responsible for: 

,! 
(1) Establishing internal procedures for collecting and reporting work product and staff hour data at 

the brunch level biweekly. 

Page i Par 10 



1 l/%/97 l380.53D 

(2) Submitting Completed Work Product and Staff Hour Reports on a quarts+ basis through the 
appropriate Directorate to MRJOO for review and consolidation. 

I 
,I (3) Submittint Staffing Requirements Reports on an annual basis through the appropnare Directorate 

to ].L\IR-500 for review and ccnsolidation. 
?, 

(4) Developing outyear workload projections for inclusion in annual Staffing Requirements Reports 
based on such things as known future projects. pending regulatory changes or mandates. new programs or customer 
requrrements. or trend analyrs of past vvorkload actrvities usmg formal statistical methods. 

r (5) Idrnt$ing and reporting to AIR-500 through the appropriate Directorate any problems 
encountered m applying the staffing guide. or anticipated changes in workload actrvities with potential impact on 
the validin, or relevance of the guide. 

b. Aircraft Certification Directorates are responsible for: 

(1) Establishmg internal procedures for collecting and reporting work product and staff hour data at 
the branch level bnceeklv. 

(2) Establishing Directorate-wide policies. procedures. and deadlines for collectmg quarterly 
Completed Work Product and Staff Hour Reports and annual Staffing Requirements Reports from division and 
xcos. 

I  (3) Subminmg all onginal Completed Work Product and Staff Hour Reports from ACOs and 
directorate divisions on a quarterly basis through the approptiate Directorate to AIR-500 for review and 
cdnsohdatron no later than IO vvork days after completion of each quarter. 

1 

(4) Subnutting a consolidated staffing requirements report on an annual basis through the appropriate 
Directorate to AIR400 for review no later than 20 work days after the completron of each fiscal >ear. 

I (5) Developing oucear workload projections for inclusron in annual Staffing Requirements Reports 
based on such things as known future projects. pending regulator) changes or mandates. new programs or customer 
requuemrnts. or trend analysis of past workload activities using formal statrstical methods. 

(6) Identrfi,ing and reporting to AIR-500 through the appropriate Directorate any problems 
encountered m applymg the staffing guide. or antrcipated changes in workload activities with potential impact on 
the validity or relevance of the guide. 

I c. Aircraft Certification Service Division (AIR-100). The responsibility of the specified divisions which 
employ non-supervisory certification engineers and flight test pilots include: 

(1) Establishing internal procedures for collecting and reporting work product and staff hour data at 
the(branch level bivveekly. 

(2) Submittmg Completed Work Product and Staff Hour Reports on a quarterly basis directly to 
AIR -500 for review and consolidatron. 

(3) Submitting a consolidated Staffing Requirements Reports on an annual basis directly to AIR-500 
for review and consolidation. 

Par 13 Page 5 
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(4) Developing oueear workload projections for inclusion in annual Stafling Requirements Reports 
based on such things as known fi,tture,projects. pending regulaton changes or mandates. new programs or customer 
requirements. or trend analysis of past workload actrvities using formal statrstical methods. 

(5) Identieing and reporting directly to AIR-500 any problems encountered in applying the staffing 
guide. or anttcipated changes in workload activittes wxh potential impact on the validity or relevance of the guide 

d. Aircraft Certification Service. Within AIR the responstbilities of the Planning and Program 
Management Dtvision (AIR-500) mclude: 

(1) Establishing Aircraft Certification Service-wide policies, procedures and deadlines for collecting 
quarterly Completed Work Product and Staff Hour Reports and annual Staffing Requirements Reports from 
Directorates and headquarters divisions. 

(2) Reviewing and consolidating all Completed Work Product and Staff Hour Reports submitted on a 
qua;erly basis. conductmg a quality audit of ivorkload figures and staff hour totals. and conferring as required with 
reporting managers regarding problems or discrepanctes identified. 

(3) Reviewing and consolidating all Staffing Requirements Reports submitted on an annual basis, 
conductmg a quality audit of workload figures. staff hour totals, and outyear projections, ard conferring as required 
wxh &portmg managers regarding problems or discrepancies identified. 

(4) Calculating total current and out)ear Aircraft Certification SeMce staffmg requirements for non- 
supe&isory cenlfication engmeers and flight test pilots based on aggregation of annual Staffing Requirements 
Reports submitted by ACOs. Directorate and headquarters divisions. This aggregation is to be completed within 60 
calendar days after end of the fiscal year. 

(5) Prepanng and submitting organizational stafftng requests to the Office of Financial Services based 
on wyrkforce requirements identified through application of the gutde. 

(6) Facilitating and coordinating the activities of the Staffing Guide Review Committee. including 
evaluatton of proposed or anticipated changes in policy, procedures, or organization which may affect the validity 
of the/guide and identifying the need for review comnuttee evaluation and consideration of such changes or related 
Issues. 

(7) Evaluating, in conjunction with the Office of Business Information and Consultation. the 
continuing validity of the guide as indicated by requests for deviations from the guide and by comparison of 
onboard and authorized strength and staffing levels calculated by application of the guide. 

(8) Defining, in conjunction with the Office of Business Information and Consultation. the need for 
refintznent and validation studies to maintain and improve the integrity of the guide. 

‘: 
(9) Participating with the Office of Business Information and Consultation in establishing methods. 

schedules. and conducting studies to refine and/or validate the staffing guide. 

Page 6 Par 13 
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’ e. Office of Business Information and Consolation is responsible for: 

(1) Evaluating, in conjunction bvith the Aircraft Certification Service. the continuing validib, of the 
guide as indicated by requests for deviations from the guide and by comparison of onboard and authorized strength 
and staffing levels calculated by application of the guide. 

(2) Evaluating, in conjunction i\ith the Aircraft Certification S. 1 .;e. the impact on the staffing guide 
of changes in policy. procedures, equipment. or organization. ivhich may affect the validity of the guide. 

(3) Defming. m conjunction ivith the Aircraft Certification Service. the need for refinement and 
\ahda.rlon studies lo mamtam and improve the integrity of the guide. 

(4) Participating with the Aircraft Certification Service in establishing methods. schedules. and 
conducting studies to refme and/or validate the staffing goals. 

(5) Asslstmg the Aircraft Certification Service as required in the collection of accurate lvorkload 
mformation and the ongoing application of the staffing guide. 

(6) Sewing .;s consultant to the Staffing Guide Review Committee on staffing standards matters 

f. The Oflice of Financial Services is responsible for ensuring that the stafig guide is integrated with. 
and used in. the budget process and for participating in the &ordination of proposed modifications resulting from 
studies to refme and/or validate the staffing guide. 

2!- The Office of Human Resource Management is responsible for participating in the review and 
coordination of proposed modifications to the stafling guide when the proposed revision has a major impact on 
personnel programs. 

14. STAFFING GUIDE REVIEW COMMITTEE. The Staffing Guide Review Committee consists of five 
technical managers. five staffing standards program managers. and one AIR-500 representative representing the 
ACOs. Directorate and headquaners division organizational elements kvhich is responsible for: 

a. Convening annually for the purpose of: 

I 
(1) Reviebving workload reporting and guide application results for the prior >,ear(s) to assess 

organizational impacts and identify issues. 

(2) Adding new work measures to the staffing guide as required. based on new programs. new 
customers. updated training requirements. or rulemaking mandates. 

I’ 

(3) Revising or redefining e.xisting work measures and time standards as dictated by changes in customer 
requirements. technology. or the AIR organization. 

(4) Eliminating or combining seldom used or limited impact work measures in the interest of continually 
slmpli,&ing and consolidatmg the guide. 

b: Assisting AIR-500 on contmuing basis in the assessment and resolution of specific workload reporting and 
guidelapplication problems or issues ansmg tn individual commlnee members’ organizational areas of 
respoiwbili?. 
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iC. Providing orientation. training. and ongoing guidance and assistance to current and new managers In the 
application of the stafiing guide. 

Jd. Convening on an “as needed” basis in addition to regularly scheduled meetings to consider major ISSWS. 
chaiiges. or special circumstances or occurrences with potential for slgnifkant impact on the staffing guide. as 
detcrmmrd by AIR-500. 

IS. I AUTHORITY TO CHANGE THIS ORDER. Changes to appendices to this order \vill be approved in 
accordance \vlth the provisions of Order I3803A. Staffing Standards Program. Changes to this order may be 
issued by the Director of Business Information and Consultation following appropriate coordination and revlet\ 

f;; Ed\ym A. Verburg f;; Ed\ym A. Verburg 
Xssociate Administrator for Xssociate Administrator for 

.ktmmistratlon .ktmmistratlon 

Page 8 
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Appendix 1 

STAFFING GUIDE FOR ENGMEERS AND FLIGHT TEST PILOTS 

A. CONTINUED OPERATIONAL SAFETY 

WORK MEASURES 

Work lMeasure 
Applies To . . . 

Time Standard 

lYi?ssd (hours) 

Cendication System Evaluation Program (ACSEP) evaluations 

Page 1 
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Appendix 1 

STAFFING GUIDE FOR ENGINEERS AND FLIGHT TEST PILOTS 

A. CONTINUED OPERATIONAL SAFETY 

WORi MEAStJRES 

OTHjIR ACTIVITIES 

SCRs’or CDRs completed 
MEOT investigations completed 
Techqical evaluations of FOIA requests completed 
Responses to public inquiries completed 
Respdnses to Congresstonal inquiries completed 
Respdnses to FCAA certification inquiries (on esponed products) prepared 
Compliance determinations for foreign CIVII airworthiness authoriues 
completed 
Canadian STA applications processed 

Work lUarur8 
Appli.8 To 

. . . 

ACE DIR HQ 7-t . . 

+--y--f 

*I I 

TilllO 
Standard 
(houra) 

120 
40 
8 

16 
32 
16 
40 

16 

Page 2 
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Appendix 1 

A. CONT?NUED OPERATIONAL SAFETY 

2. DEFLYITIONS OF WORK MEASURES 

Service Diffkulties 

NPRMs for ADS prepared - Count the number of NPRMs for airworthiness directives that originated in your 
ofice and were prepared during the fiscal year. 
Indicator of completed work: publication of the NHW in the Federal Register. 

Final rule ADS prepared - Count the number of final rules on airworthiness directives that originated in your 
office and were prepared during the fiscal year. 

publication of the final rule AD in the Federal Register. Indicator of combleted work: 

Emergency ADS prepared - Count the number of emergency airworthiness directives (telegraphic or priority 
letter) that originated in your office and were prepared during the fiscal year. 
Indicator of combleted work: the issuance of a telegraphic AD or priority letter AD. 

Exeiptions to AD prepared - Count the number of exemptions to an airworthiness directive that originated in 
your ofice and were prepared during the fiscal year. i 
Indicator ofcomnleted work: approval or denial of a petition for exemption. 

NPR!Fls for ADS reviewed - Count the number of NPRMs for airworthiness directives that were reviewed 
during the fiscal year. 
Indicator of comnleted work: publication of the NPRM in the Federal Register. 

Final rule ADS reviewed - Count the number of final rule airworthiness directives that were reviewed during the 
fiscal year. 
Indicator of comnleted work: publication of the final rule in the Federal Register. 

Page 3 
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I l/6/97 

A. CONTINUED OPERATIONAL SAFETY 

2. DEFINITIONS 0F wow MEASURES 

Service Difficulties (continued) 

Emkrgency ADS reviewed - Count the number of emergency airworthiness directives (telegraphic or priority 
letter) that were reviewed during the fiscal year. 
Indicator of comoleted work: the issuance of a telegraphic AD or priority letter AD. 

Exemptions tc ADS reviewed - Count the number of exemptions to an airworthiness directive that were 
reviewed during the fiscal year. 
Indicator of comoieted wo&: approval or denial of a petition for exemption. 

Alternate means of compliance with AD approved - Count the number of alternate means of compliance wkh 
an airworthiness directive that were prepared in your office (including adjustments to compliance times) and 
were approved or denied during the fiscal year. 
Indicator of comoleted work: approval or denial of the alternate means of compliance. 

Field investigations of aircraft accidents or serious incidents conducted - Count the number of field 
investigations associated with accidents/incidents that were conducted during the fiscal year (each individual 
,participating counts as one item). 
Indicator of comoleted work: final documentation from the work group’s investigation. 

Corrective actions on service difftculties completed (non-AD) - Count the number of corrective actions 
originating in your ofice on reported service difficulties that were completed during the fiscal year. 
Indicator of comoleted work: the issuance of a GENOT, airworthiness alert or other FAA action that is not an 
AD.1 I 

Responses to NTSB recommendations prepared - Count the number of responses to NTSB recc 1 lmendations 
that were prepared during the fiscal year. 
indicator of completed work: the forwarding of the proposed final response to AAI (FAA Headquarters). 

Ij 
I! 
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A. CONTINUED OPERATIONAL SAFETY 

2. DEFINITI3NS OF WORK MEASURES 

’ j Service Diffkulties (continued) 

R4sponses to NTSB recommendations reviewed - Count the number of responses to NTSB recommendations 
that were reviewed during the fiscal year. 
Ind,icator of comoleted work: the issuance of the proposed final response to AAI (FAA Headquarters). 

Responses to accident prevention recommendations prepared - Count the number of responses to accideat 
prevention recommendations From the Flight Standards Service that were prepared during the fiscal year, 
Indicator of comoleted work: the issuance of the final response. 

Responses to accident prevention recommendations reviewed - Count the number of responses to accidew 
prevention recommendations from the Flight Standards Service that were reviewed during the fiscal year. 
Indicator of comoleted work: the issuance of the final response. 

Re$ponses to FCAA service diffkulty inquiries prepared - Count the number of responses to FCAA service 
difficulty inquiries that were prepared during the fiscal year. 
Indicator of comoleted work: the issuance of a response. 

Surveillance 

Re’pair station audits supported - Count the number of repair station audits that were supported by your OP 
during ;5e fiscal year (each individual participating counts as one item). 
Indicator of comoleted work: the documentation of audit results. 

NASLP inspections supported - Count the number of NASIP inspections that were supported by your office 
during the fiscal year (each individual participating counts as one item). 
Indicator of comoleted work: the documentation of inspection results. 

‘ i 
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/ A. COiW-IWED OPER4TIOXAL SAFETY 

2. l+RSIIIOSS OF WORK MEASL’RES 
I,, 

I  Su~eillance (continued) 

A&g fleet inspections conducted - Count the number of inspections on aging aircraft that were conducted 
during the tiscai year (each individual participating counts as one item). 
Indicator ofcomoleted work. the documentation of inspection results. 

SuDerrision and Renewal 

DERs supervised - Count the number of DERs that were supervised during the fiscal year (e.g., counseling, 
conferences. reissuing certificates). 
fndicator of comoleted work: issuance of a DER renewal. 

Air&aft Certification System Evaluation Program (ACSEP) evaluations conducted - Count the number d 
.,\C%P evaluations of cczificate holders and authorized faciliries conducted during the fiscal year (each 
individual participating counts as one item). 
uicator of completed work. Completion of ACSEP report. 

n,’ Caregov I - Completion time of I to 40 hours 
n!, Category 2 - Completion time of 4 1 to 80 hours 
n Categoq 3 - Completion time of8 I to : 50 hours 

Other Activities 

SC% or CDRs completed - Count the number of special certification or certificate design reviews that were 
completed during the fiscal year (each individual participating counts as one item). 
Imator of completed work: a report on the results of the SCR or CDR. 

BZEC\T investigations completed - Count the number of multiple expert opinion team investigations that were 
completed during the fiscal year (each individual panicipating counts as one item). 
indicator of completed wcrk: a report on the results of the XIEOT. 
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Appendix 1 

A. CONTTMJED OPERITIONAL SAFETY 

2. DEFIXlIONS OF WORK MEASURES 
;; 
),I 
:i 

Other Activities (continued) 

Technical evaluations of FOLA requests completed - Count the number of responses to FOR requests 
requiring a technical evaluation that were completed during the fiscal year. 
Indicator of comnleted work: the number of responses that require a technical evaluation. 

Responses to public inquiries completed - Count the number of formal written responses to public inquiries 
that; were completed during the fiscal year. 
Indicator of comoieted work: the issuance of a. formal written response. 

Responses :LJ Congressional inquiries completed - Count the number of responses to Congressional inquiries 
that :were completed during the fiscal year. 
Indicator of comoleted work: the issuance of a response. ‘. 

Responses to FCAA certification inquiries (on exported products) prepared - Cou,tt the number of 
responses to FCrU certification inquiries that were prepared during the fiscal year. 
Indicator of comnleted work: the issuance of a response. 

Compliance determinations for foreign civil airworthiness authorities completed - Count the number of 
com@liance determinations for a foreign civil airworthiness authority that were completed during the fiscal year. 
Indibator of comuleted work: the documentation of the finding. 

Can,adian STA applications processed - Count the number of Canadian Supplemental Type Approval (STX) 
apphcations processed on behalf of U.S. applicants during the fiscal year. 
Ir,?ica:or of comoleted work: _. - ST.4 application fotwarded to Canadian airworthiness authority. 

Page 7 
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STAFFING GUIDE FOR ENCLYEERS AND FLIGET TEST PILOTS 

B. REGULATORY POLICY DEVELOPMENT 

Work Measure 
Applies To . . . 

WORK MEASC’RES Time 
Standard 

(hours) 
AC0 DIR HQ -7-t . . 

REGULATIONS DEVELOPMENT 

Special conditions uithin NPRMs prepared 
Special conditions within final rules prepared 
Special conditions Hithin NPRMS retiewed 
Specnl conditions within final rules retiewed 
Exemptions granted or denied 

TSOs 

POLICY DEVELOPMENT 

,NeH orders issued 
Revised orders issued 
Sotices issued 
Re\lew documents associated ulth Clearance Records 
STAYDARDLUTION 

Procedural/technical guidance letters issued 
F.%R-JAR standardization meetines anended 
Ibtemauonal regulatory proposals evaluated 
Bilateral negotiauons concluded 
Bilateral agreements prepared 
Xircraft cemfication standardization workshops attended 
Technical SemmarIWorkshops Conducted 
I’nterdirectorate meetings (for standardization purposesI attended 
Issue papers (certification projects) coordinated 
Bnefine material prepared 
Responses to certification program notices (CPNs) completed 
Certification program plans (CPPsI coordinated 
Certlticatlon meetines attended 
$C.AL\A cenlfication guidance meetings attended 
F$evlew WE documents 

32 
32 
105 
12 
16 
8 
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Appendix 1 

B. REGULATORYPOLICYDEC'ELOPMENT 

Regulations Development 

Sp‘ecial conditions within NPRVs prepared - Count the number of special conditions within 
SPRL4s that were prepared during the fiscal year. 
Indicator of comoleted work: publication of special condition in the Federal Register. 

Special conditions within final rules prepared - Count the number of special conditions within 
tinal rules that were prepared during the fiscal year. 
Indicator ofcomoleted work: publication of special condition in the Federal Register. 

Special conditions within NPR%is reviewed - Count the number of special conditions within 
\?R\ls that were reviewed during the fiscal year. 
Indicator of comoleted work: publication of special condition in the Federal Register. 

Special conditions within final rules reviewed - Count the number of special conditions within 
final rules that were reviewed during the fiscal year. 
micator of completed work. publication of special condition in the Federal Register. 

Exemptions granted or denied - Count the number of exemptions to a FAR that were granted 
or’denied during the fiscal year 
Indicator of completed work: a grant or denial of an exemption. 

Ptititions for rulemaking evaluated - Count the number of petitions for rulemaking that were 
eyaluated during the fiscal year. 
Indicator of completed work: a denial of the petition or establishment of a rulemaking project. 

I TSOs 

TSOs developed or revised - Count the number of TSOs that were developed or revised during 
the tiscal year. 
Inidicator of completed work. the issuance of a tinal TSO 
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1 l/6/97 

B. REGULATORY POLICY DEVELOP!+lENT 

2. DEFINITIONS OF WORK MEASURES 

Policv Develoument 

Sew orders issued - Count the number of new FrM orders that were developed during the fiscal 
year. 
Indicator of comoleted work: the issuance of a final order. 

Revised orders issued - Count the number of revised FAA orders that were developed during the 
fiscal year. 
Indicator of completed work: the issuance of a final revision to an order. 

Notices issued - Count the number of notices that were developed during the fiscal year. 
Indicator of comoleted work: the issuance of a final notice. 

Review documents associated with Clearance Records (KS. Orders, Mission Needs 
Statements. etc.) - Count the number of documents reviewed during the fiscal year which were 
circulated with a Clearance Record. 
Indicator of comnleted work: initials on the Clearance Record 

Standardization 

Procedurnlftechnical guidance lcttcn issued - Count the number of procedural/technical 
guidance letters that were issued during the fiscal year. 
Indicator of comnleted work: the issuance of a letter. 

FAR-JAR harmonization meetings attended - Count the number of FAR-JAR harmonization 
meetings that were attended during the fiscal year (each individual participating counts as one 
item) 
btor of co-ed work: the documentation of meeting results 

International regulatory proposals evaluated - Count the number of regulatory proposals from 
mtemational airworthiness authorities that were evaluated during the fiscal year. 
ndicator of comckted work: a written response to the ainvorthiness authority 

Bilateral negotiations concluded - Count the number of bilateral negotiations that were 
concluded during the fiscal year. 
Indicator of cornDIeted work: a final repon on the results of the negotiation 

cvicw SAE documents - Count the number of S.AE documents reviewed during the fiscal year 
dicator of comoleted work: documentation of the results of the review. 
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Appendix 1 

B. REGULATORY POLICY DEVELOPMENT 

2. DEFINITIONS OF WORK ,MEASURES 

Standardization (continued) 

Bilateral agreements prepared - Count the number of bilateral agreements that were prepared 
during the fiscal year. 
Indicator of comoleted work: Headquarters’ forwarding the proposed agreement to the 
Department of State. 

Aircraft certification standardization workshops attended - Count the number of 
standardization workshops staff member(s) attended during the fiscal year (each individual 
panicipating counts as one item). 
Indicator of comoleted work: A report of meeting results. 

Technical seminar/workshops conducted - Count the number of seminars and workshops that 
were conducted during the fiscal year. Conducting a workshop includes performance of activities 
such as preparing agenda, taking minutes, writing evaluations and general coordination. 
Indicator of comnleted work: Copy of seminar/workshop agenda signed, dated and annotated 
that the seminar/workshop was completed. 

Interdirectorate meetings (to standardize interpretation of FAR) attended - Count the 
number of Interdirectorate meetings that were attended during the fiscal year for purposes of 
standardization (each individual participating counts as one item). 
Indicator of comnleted work: documentation of meeting results. 

Page 1 I 
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I l/6/97 

B. REGULATORY POLICY DEVELOPMENT 

I 2. DEFINITIONS OF WORK MEASURES 

Standardization (continued) 

Issue papers (certification projects) coordinated - Count the number of issue papers pertaining 
to certitication projects that were coordinated by Directorate Project Officers during the fiscal 
year. 
Indicator of comoleted work: directorate approval of issue papers. 

Briefing material prepared - Count the number of policy briefing papers, executive summaries, 
status papers, information papers prepared for AIR-112 or above, or for other services, i.e.. Flight 
Standards, R&D Systems Engineering, Chief Counsel and Air-way Facilities during the fiscal year. 
Indicator of completed work: The number of papers prepared that were not associated with an 
active project captured elsewhere in the staffing standards during the fiscal year. 

; Responses to certification program notices (CPNs) completed - Count the number of CPNs 
that were responded to by Directorate Project Officers during the fiscal year. 
Indicator of completed work: a final response to ACO. 

Certification program plans (CPPs) coordinated - Count the number of CPPs that were 
coordinated by Directorate Project Officers during the fiscal year. 
Indicator of completed work: directorate approval of the certification program plan. 

Certification meetings attended - Count the number of certification meetings that were attended 
by Directorate Project Team or HQ’s engineers during the fiscal year (each individual 
participating counts as one item). 
Indicator of comoleted work: documentation of meeting results. 

FCAA certification guidance meetings attended - Count the number of meetings attended 
during the fiscal year to provide certification guidance to FCAAs on interpretation/application of 

j FARs and associated guidance material (each individual participating counts as one item). 
Indicator of comoleted work: documentation of meeting results. 
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STAFFING GUIDE FOR ENGLYEERS AND FLIGHT TEST PILOTS 

C. CERTIFICATIONS. APPROVALS, APPOINTMENTS 

WORK MEASURES 

DESIGN APPROVALS (IMPORT AND DOMESTIC) 

New T!pe Certificates issued 
Amended T>pe Certificates issued 

Supplemental T)ge Certfxates issued 

Amended Supplemental T>pe Certificates Issued 

Design Changes Issued 

Field approvals (FAA Form 337). flight tests conducted 
Field approvals (F-&4 Form 337). engineering design retiens completed 
Field approvals (FAA Form 337). AFM supplements approved 
TSO authonzatlons (domestic1 issued 
TSO desien approvals (import appliance) Issued 
TSO deviations Issued 
PXIA design approvals (through identIcaliF) Issued on denied 
P\lA design approvals (through test reports and computation issued) 

g \C’orlun 
APPOINTMENT OF REPRESENTATIVES OF THE 
ADMINISTRATOR 

New DERs anwinted or revoked 
New delegations (DOA. DAS) appointed 
?&xv SFAR 36 delegations Issued 

Work Measure 
Applies To . . . 

--i 

. 

HO 

Time Standard 
(hours) 

Cat I - 32 
Cat 2 - 95 
Cat 3 -315 
Cat 1 - 24 
Cat 2 - 85 
Cat 3 - 300 
Cat 1 - 24 
Cat 2 - 85 
Cat 3 - 265 
Cat 1 - 24 
Cat 2 - 75 
Cat 3 - 220 
Cat lA-4 

T- 

Cat IB -24 
Cat 2 - 90 
cat 3 - 275 

4 - 
16 

1’0 - 
80 

Paee 13 
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Appendix I 

11 I6197 

C. CERTIFICATIONS, APPROVALS, APPOI?UMENTS 

Desia ADtxovals (ImDort and Domestic) 

New Type Certificates issued - Count the number of new KS issued during the fiscal year for 
ivhich your branch was assigned principal responsibility. 
indicator of comuleted work: issuance of a type certificate. 

n Category I - Project completion time of I to 40 hours 
rl Category 2 - Project completion time of 4 I to I20 hours 

! n Category 3 - Project completion time of I21 to 600 hours 
/ 

Amended Type Certificates issued - Count ‘the number of Amended KS issued during the fiscal 
year for which your branch was assigned principal responsibility. 
Indicator of cornDIeted work: amendment to the type certificate. 

! I 
(I n Category I - Project completion time of I to 40 hours 

n Category 2 - Project completion time of 4 I to I20 hours 
n Category 3 - Project completion time of 12 I to 600 hours 

Supplemental Type Certificates issued - Count the number of Supplemental TCs issued during 
the fiscal year for which your branch was assigned principal responsibility. 
Indicator of cornDIeted work: issuance of a supplemental type certificate. 

n Category I - Project completion time of I to 40 hours 
n Category 2 - Project completion time of 4 I to I20 hours 
n Category 3 - Project completion time of I2 I to 600 hours 

Amended Supplemental Type Certificates issued - Count the number of Amended STCs 
issued during the fiscal year for which your branch was assigned principal responsibility. 
indicator of cornDIeted work: amendment to an STC. 

n Category 1 - Project completion time of I to 30 hours 
n Category 2 - Project completion time of 4 I to I20 hours 
n Category 3 - Project completion time of I2 I to 600 hours 

1Page 14 
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Appendix 1 

C. CERTIFICATIONS, APPROVALS, APPOINTMENTS 

,’ 
Design Approvals (Import and Domestic) (continued) 

Design Changes issued - Count the number of TDCs (including approval of repairs, propeller 
vibration approvals, and PMA follow-on design changes) and follow-on changes to TCs and 
STCs (not requiring reissuance of the certificate) issued during the fiscal year for which your 
branch was assigned principal responsibility. 
Indicator of comuleted work: issuance of an FAA approval document (letter, stamped 8110.3 
recommending approval of design). 

n Category IA - Project completion time of 1 to 8 hours 
n Category 1B - Project completion time of 9 to 40 hours 
n Category 2 - Project completion time of 4 1 to 120 hours 
n Category 3 - Project completion time of 12 1 to 600 hours 

Field approvals (FAA Form 337). flight tests conducted* - Count the number of field 
approvals requiring a flight test that were completed during the fiscal year. 
Indicator of completed work: the conduct of a flight test. 

Field approvals (FAA Form 337), engineering design reviews completed* - Count the number 
of field approvals requiring design review that were completed during the fiscal year. 
Indicator of completed work: the completion of a design review. 

Field approvals (FAA Form 337), AFM supplements approved* - Count the number cf field 
approvals requiring AFM supplement review that were completed during the fiscal year. 
Indicator of completed work: the approval of a supplement to an aircraft flight manual. 

TSO Authorizations (domestic) issued - Count the number of TSO authorizations that were 
issued during the fiscal year. 
Indicator of completed work: the preparation of a letter approving the authorization. 

* If a field approval involves any combination of flight test, 
design review, or AFM supplement approval activity, count each 
activity separately. 
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1 l/6/97 

C. CERTIFICATIONS, APPROVALS, APPOLYT!UENTS 

Design ADDt-ovals (Imoort and Domestic) (continued) 

TSO design approvals (import appliance) issued - Count the number of TSO design approvals 
that were issued during the fiscal year. 
Indicator of comoleted work: the preparation of a letter approving the authorization. 

TSO deviations issued - Count the number of deviations to technical standard orders that were 
issued during the fiscal year. A request for deviation may either be granted or denied. 
Indicator of comoleted work: the number of deviations to TSO’s that are issued. 

P&MA design approvals (through identicality) issued or denied - Count the number of Ph4.A 
design approvals based on identicality that were issued or denied during the fiscal year. 
Indicator of comoleted work: a letter approving or denying the identicality of design. 

PMA design approvals (through test reports and computation) issued - Count the number of 
PMA design approvals issued based on test reports and computation that were completed during 
the fiscal year. Count as one PMA a) one or more tests that substantiate the design; b) one or 
more parts approved from the same test(s). 
Indicator of comoleted work: a letter approving the design(s) following completion of a test and 
computation procedure. 

Working Procedures negotiated - Count the number of working procedures (includes those 
dith FCA4 and other entities) negotiated during the fiscal year. 
Indicator of completed work: a final working procedure. 
II 

ADDointment of Rerxesentatives of the Administrator 

New DERs appointed or revoked - Count the number of new DERs that were appointed (includes 
draining. indoctrination), or current DERs whose certificates were revoked for cause, during the fiscal 
year. 
flndicator of comoleted work: the issuance or revocation of a certificate of authority to a DER. 
h’ 
New delegations (DOA, DAS) appointed - Count the number of DOAs or DASs that were appointed 
fu$ng the fiscal year. 
n rcator of comoleted work: a letter of authorization to the facility. 

‘i 
New SFAR 36 delegations issued - Count the number of SFAR 36 delegations that were issued during 
i’he fiscal year. 
Indicator of comoleted work: a letter of authorization to the facility. 
:< 

(i 
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1380.53D 
Appendix 2 

AIRCRAFT CERTIFICATION SERVICE 
STAFFING GUIDE FOR LYGIPXERS AND FLIGHT TEST PILOTS 

Organization Code: ACO-XXX. Y 

Preparer: 

Approved: 

Continued Operational Safety 

Date: 

Date: 

Completed Items 

Service Difficulties 

Time 
Standard 

Current Quarter 

Completed 
Work Prod. 

Staffing 

Requirements 
0-h-S) 

NPRMs for ADS prepared 
Final rule ADS prepared 
Emergency ADS prepared 
Exemptions to AD prepared 
NPRUs for ADS reviewed 
Final rule ADS reviewed 
Emergency ADS reviewed 
Exemptions to ADS reviewed 
Alte,mate means of compliance with 

AD approved 
Field investigations of aircraft 

accidents or seriou incidents 
conducted 

Corrective actions on service 
difficulties completed (non-,AD) 

Responses to NTSB recommendations 

Pr;ePared 
Responses to NTSB recommendations 

r&wed 
Re&onscs to accident prevention 

recommendations prepa& 
Rcqponses to accident prevention 

r~ommendations reviewed i> 
Responses to FCAA service difficulty 

inquiries prepared 

32 3 % 
32 4 128 
16 1 16 
24 0 
8 0 
8 0 
4 0 
4 0 
8 13 104 

40 1 40 

40 6 240 

60 I 60 

16 0 

24 0 

8 0 

24 48 

Suneillance 

Refi$r st;ltion audits supported 
NASIP inspections supported 
Aging fleet inspections conducted 

80 0 
120 1 110 
24 3 72 

1, 
’ I 
I( 
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Figure 1. SAMPLE WORK PRODUCTS &N-D STAFF HOURS REPORT 

Current Quuter 

I 

Completed Items 

Sup&vision and Renewal 

Time Completed 
Standard Work Prod. 

Staffing 
Requirements 

(Hrs) 

DERs supervised 
ACSEP evaluations conducted 

Category I 
Category 2 

Category 3 

6 0 

32 1 32 

60 3 180 

loo 1 loo 

Other Activities 

SCRs or CDRs completed 
.MEOT investigations completed 
Technical evaluations of FOIA 

requests completed 
Responses to public inquiries 

completed 
Responses to Congressional inquiries 

completed 
Responses to FCAA certification 

inquiries (on exported products) 
prepad 

Compliance determinations for 
international civil aiworthiness 
authorities completed 

Canac;am cTA applications processed 

120 
40 
8 

16 

32 

16 

40 

16 

4 

3 

0 

0 

32 

48 

0 

32 

40 . 

0 

Work Measuresl&rvice A.ra Total: 

, 

1.388 
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Figure 1. SAMPLE WORK PRODUCTS AXD STAFF HOURS REPORT 

Reswlatorv Policv DeveloDment 
I 

Current Quarter 

Completed Items 

Regulations Development 

-.- 

Time Completed Requirements 
Standard Work Prod. (MI-S) 

Special conditions within NPRMs 
prepared 

Special conditions within final rules 
prepared 

Special conditions within NPRMs 
reviewed 

Special conditions within find rules 
reviewed 

Exemptions granted or denied 
Petitions for rulemaking evaluaU 

70 1 70 

50 0 

20 0 

10 0 

55 0 
40 0 

TSOs 

TSOs developed or revised 240 0 

New orders issued 

Rlevised orders issued 
Sotices issued 
Review docume :ts associated with Clearance 

Records 

215 0 
145 0 
90 0 

I1 0 

Procedural/technical guidance letters 
issued 

PAR-JAR harmonization meetings 
’ attended 
International regulatory proposais 
j evaluated 
Bilateral negotiations concluded 
Bilateral agreements prepared 
Aircraft certification standardization 

workshops attended 
Technical Seminar/ Workshops 
,conductzd 

fnterdirectorate meetings 
t for standardization purposes) 
attended 

32 

120 

80 

120 
32 
32 

105 
I2 

0 

0 

0 

0 
0 
% 

0 
0 
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Fii 1. SAMPLE WORK PRODUCTS AXD STAFF HOUR!5 REPORT 

&g&~on Policv Devdomnent 

Completed Items 
Time 

Standvd 

Current Quaar 
Staffing - 

complctcd RquiwmenLs 
Work prcd. :Hn) 

Issue papen (catifhioa projects) 
coordhed 

Briefmg aaa.crial pm 
Responses to certifiutioa program 

, notices (CPNs) comphd 
Certification program plans (CPPs) 

coordinated 
Certificzioa axetings attended 
FClu ccrtificakn guidance mcethgs 

utcoded 
Review SAE documa~ 

16 0 

8 0 
4 0 

24 0 

40 0 
80 0 

5 0 

Work Measuru Total: 166 

Ruicmaking Projecu Total: 0 

Combined SerGce Arca To&: 166 
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Appendix 2 

Flgure I. SAMPLE WORK PRODUCTS AND STAFF HOLaS REPORT 

Repulatorv Policv Develoment kontinued) 

Rulemaking Projects 

Instructions: Indicate in the left hand column below the project title and control number for each rulemaking 
project worked on by members of your staff during the quarter. All ~lernaking and Advisory Circular 
projects to which your staff devoted work hours during the quarter should be listed. regardless of when 
they began or whether or not they were completed. Also list the FAR section(s) addressed by each project in 
the ceutcr column of worksheet. In the far right hand column report the total number of staff hours devoted to each project 
project during the quarter. and indicate the approximate number of work hours rc maining for those rules 
which were not completed. Add total staffing requirements (hours) for the quarter and enter the amount in the 
totals row at the: bottom. and in the “Rulemaking Projects Total’ row on the previous page. 

Project Title and PCN 
FAR 

Section(s) 

Current Quarter 

Staffing 
Requirements 

(Wours) 

-l-be 
Remaining 
on Project 

Hours 

I. N’A 

Page Total: 0 0 
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figure 1. SAiMPLE WORK PRODUCTS AND STAFF HOUR!j REPORT 

Certifications, Approvals, Appointments (ACO) 

Current Quarter 

Completed Items 

Desinn Amwovals flmwrt and Domestic) 

Sew Type Certificates issued 
’ Category I - 1 40 hours to 
’ Category 2 - 41 120 hours to 
a Category 3 - I2 1 to 600 hours 

Amended Type Certificates issued 

z Category 1 - I to 40 hours 
’ Category 2 - 41 to I20 hours 
’ Category 3 - 12 1 600 hours to 

Supplemental Type Certificates issued 

7 Category 1 - 1 to 40 hours 
a Category 2 - 41 120 hours to 
’ Category 3 - 131 600 hours to 

Amended Supplemental Type Certificates 
issued 

’ Category I - 1 40 hours to 
’ Category 2 - 41 to 120 hours 
’ Category 3 - 121 600 hours to 

Design Changes issued 
’ Category 1A - to 1 8 hours 
’ Category IB - 9 to 40 hours 
’ Category 2 - 41 to 120 hours 
’ Category 3 - 131 to 600 hours 

Field approvals (FAA Form 337). 
flight tests conducted 

Field approvals (FAA Form 337). 
engineering design reviews 
completed 

Field approvals (FAA Form 337), 
AFL1 supplements approved 

TSO authorizations (domestic) 
issued 

TSO design approvals (import 
appliance) issued 

TSO deviations issued 
PMA design approvals (through 

identicality) issued or denied 
P!vfA design approvals (through test 

reports and computation) issued 
W&king procedures negotiated 

Time Completed 
Standard Work Prod. 

Staffing 
Requirements 

(Hrs) 

32 32 
95 0 

315 0 

24 0 
85 85 

300 0 

24 24 
85 595 

265 795 

24 0 
75 I50 

-0 a- 0 

4 49 1% 
24 13 312 
90 6 540 
275 I 275 

4 0 

16 5 80 

4 6 24 

4 19 76 

8 0 

32 0 0 
8 14 II2 

21 2 42 

40 0 0 

Page 6 
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Rgure 1. S,MPLE WORK PRODUCTS A!VD STAFF HOURS REPORT 

Certifications, Approvals, Appointments (AC01 

Ccmpleted Items 
Time 

Standard 

Current Quarter 
Staffing 

Completed Requirements 
Work Prod. (Hrs) -. 

wintment of Remesentatives of 
the Administrator 

New DERs appointed or revoked 12 4 48 
New delegations (DOA. DAS) appointed 120 0 
Sew SFAR 36 delegations issued 80 1 80 

128 

Work Measure Total: 3.466 

Certification Projects (600+ hour) Total: 1,050 

Combined Service Area Total: 4.516 
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F7gu-e 1. SAMPLE WORK PRODUCTS AND STAFF HOURS REPORT 

Certifications, Approvals, Appointments (continued) 

Certification Projects (600+ Hours) 

Instructions: Indicate below the title and project control number for each 600+ hour certification project worked on 
by members of your staff during the quarter in the five design approval categories listed. All 600+ hour 
certification projects to which your staff devoted work hours during the quarter should be reported, regardless of 
when they began or whether or not they were completed. In the right hand column, list the approximate number of 
work hours remainin g for those projects which were not completed. Add the total staffing requirements (hours) for 
the quarter and eater the amount in the totals row at the bottom. and in the “Certification Projects (600+ hours) 
Total’ row on the previous page. 

Current Ouarter 

Service Areas Sr Products PCN 

. 

Staffing 
Requirements 

(Hours) 

Time 
Remaining 
on Project 

(Hours) 

Desien Aoorovals 

Type Certificates 
I. SA’“7 -a 

.&ended Type Certificates 
I. Lar55 

S*Jpplemental Type 
Certificates 

I. Ekcch200 

Amended Supplemental Type 
Certificates 

D&sign Changes 

Page Total: 1,050 13.020 

P&e 8 

1466 

1205 

250 

200 

3.620 

8,800 

1094 600 600 
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Appendix 2 

FIgure 1. SA,MPLE WORK PRODUCTS AND STAFF HOURS REPORT 

Other Direct Activities 

Instructions: This reporting category is designed to capture direct work activities which do not occur on a regular 
recurring basis and for which no specific time standards have been developed. and work items completed by an 
organization not normally responsible for that particular product or service. An example of the latter would be a 
project delegated from one organizational level to another, such as TSO development done by an AC0 on behalf 
of Headquarters. Examples of the former -one-time* or special projects would include support to air shows, industry 
convetitions. designee conferences, SAUFAA Committees, or development of a technical paper for an 
ASME symposium. Also, direct work activities reported in this category, which repetitively appear over time, are 
intended to form the basis for St.aff%&Standards Review Committee development of new or revised work measures. 

In the left hand column, provide a brief description of each other direct work project to which your staff devoted 
work hours during the quarter. In the center column list the project title and control number for the activity, and 
indicate the total number of staff hours spent on each project during the quarter in the right hand column 
(minimum 80 hours). For items delegated to your organization which are included in the staffing standard, use 
the specific time standard figure associated with that work measure. For those activities which were not completed, 
indicate in the right hand column the approximate number of work hour re maining on the project. Add the total 
staffm 

s 
requirements (hours) requirements (hours) for the quarter and enter the amount in the totals row at 

the bottom of the page. 

,. 
Description PC?4 

Current Quarter 

Staffing 
Requirements 

(Hours) 

Time 
Ret&ning 
on Project 

(Hours) 

1. Oshkosh Airshow I432 40 I30 

2. Te& Member. Aging Commuter 
Ajrcraft Issues 

1513 20 380 

Categ6t-y Total: 60 520 
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figurel.SA~E WORKPRODUCTSiiND!5TAFFHOURS REPORT 

Total [iirect Work Hours 

Instructions: Enter the combined service area totals For each of the Four categories of direct work as indicated 
in the chart below, and add the figures to obtain your organization’s total direct workload For the quarter. 
In the second section of the worksheet indicate the number of certification engineen and flight tc9t pilots on 
your staff during the quarter. Determine the avemge by dividing the total number of weeks worked by all 
engineers and flight test pilots by 13, the number of work-weeks in a Full quarter. List only the number of 
employees in these occupations performing substantive, non-supervisory duties; do not include administmtive 
support staff or managers in these figures. 

Public Service Arca 
current 
Quarter 

Continued Operational Safety I .388 

Regulatory Policy Development 166 

C&tifications, Approvals, Appointments 
i. 

4.516 

Other Direct Work 
1 

60 

&WERLY TOTAL: 6.130 

Averaze On-Baud m 

Certification Engineen 

Flight Test Pilots 

11 

3 

I  
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FNXIRE 2. SAMPLE STAFFNG REQtiIREME!VI3 REPORT 

.tlRCM C’ERTIFKATIO~ SERbICE 
STAFFISC Cl’lDE FOR E.UCI.\‘EERS .tsN.\D FLIGHT TFST PILOTS 

3’ e 
32 
I6 

24 

8 

8 

4 

4 

8 

a0 

40 

60 

16 0 

24 4 96 

8 

24 

I: ItI4 

16 51: 

3 48 

0 

9 

0 

0 

(I 

168 46 

? :80 

:0 

4 

6 

300 

0 

14-I 

2.932 

I! 
18 

3 

'0 

1: 

! 

4 

10 

480 I! 
('6 20 

48 I 

0 

0 

0 

0 

0 

400 50 

:80 6 

480 I! 

640 2: 

48 2 

0 

0 

0 

0 

0 

400 v 

240 6 

RR0 :a 960 :6 

300 4 loo 6 

0 0 

96 < 

0 

:u) 10 

3.300 

I ',o , 

0 

480 

TO4 

12 

0 

0 

0 

0 

0 

400 

:u) 

I .0&J 

360 

II 

1'0 

0 

:88 

I.664 
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1 l/6/97 

FIGURE 2. SAMPLE STAFFING REQUIREMENTS REPORT 

Time 

SLurdud 

current t’eu 

Compltd. StiUlg 

WOdC RtqmrU. 

Prod. (Hrs) 

Shtling Forecast 

FY 98 

Compltd stiing 

‘u’0l-k R+MS. 

Prod. (Hn) 

Sding Forccvt 

FY 99 
Compltd. sting 

U’ork Rcqmnts. 

Prod. (k) 

Stiig Forecat 

FY 00 
Compltd SlafTlng 

work Reqmnts. 

Prod. (HJ-) 

Rcpw ~LIIIO~ audits supponed 80 2 160 2 160 3 240 2 160 
SASIP mspect~onr supporccd 120 1 360 4 480 5 600 7 X40 

.Agmg flee1 mspect~ons conducted 24 7 168 IO 240 I4 336 I7 108 

Supenwon and Renewal 

DERs ;upew,sed 

.ACSEP cvalu;lt~onr conducted 

C31egory I 

Crtego~ 2 

catcgoly.~ 3 

2 97 I94 

32 6 192 

60 17 I .020 

100 3 300 

108 216 120 240 132 264 

10 320 12 384 1s 480 
22 1.320 25 1.500 30 I .800 

IO I .ooo 12 I .200 20 2.000 

SCRs or CDRr completed 

SIEOT m\mlgstlons completed 

Tzchmcal e\nluar~ons of FOIA 

requests sompleted 

Responses IO public mqumn 

<omplcrcd 

Responses IO Congcsslonal 

~nqthnes somplcted 

Responses IO FCA\ C~~llicat~on 

mqumes I on eywted products) 

prepared 

Complwxe Jewrmm~t~ons for 

mcmal~on3l CIVII ~mvorrhmcss 

wth+wts completed 

Culadian ST.4 ~ppi~t~ons 

proasxd 

I20 3 360 

40 0 

8 22 176 

16 13 208 

32 2 64 

16 9 14-l 

3 360 3 360 3 360 

I JO 0 1 JO 
6 48 6 48 8 6-l 

I2 192 I4 22-l I? 192 

2 64 2 64 2 64 

I2 192 IS 240 I8 288 

40 I20 4 160 7 280 

16 32 0 I 16 

7 280 

U 

Confinued Opcmiond Safety Senkt Arca Total: 6.430 8.092 9.160 IO.904 

Page.12 
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Appendix 2 

FIGURE 2. SAMPLE STAFFING REQUIREMENTS REPORT 

i’: 
R~glato~ Policy Development 

I 
Stiig Forecti Staifu~g Forecast SWFUI~ Forrust 

cumnt Year FY 98 FY 99 FI’ 00 

Complbi SMUlg Compltd. StAfhg Compltd Slathg Compltd. SLlflIlp 
Time U'0t-k ReqmM.% work Rcqmnu. Work Reqmnts. work Rcqmnlc. 

Completed kerns Standard Prod (Hn) Prod (Hrr) Prod. tHn) Prod. IHrr) 

Reuulsuons Dcvelovmenl 

!+tcnI condi~lons U&III SPRMs 

,prcpared 

Speed ionditlons wchin final 

!des prepared 

$tual sondmonr uahm SPRUr 
rewewed 

Special conditions u~lhin foal 

rules rcwcwed 

ExemptIons granted or dcrucd 

Pe~ons for nrlemalung evaluated 

ti&momz~tlon 

Procedural tcchrucal gwiancz 

Ienm awed 
‘i 

F!AR-J.UI harmonuaion me&n@ 

snended 

70 3 210 I 70 2 I40 I 70 

50 2 100 0 I 50 0 

20 0 0 0 0 

IO 0 0 0 0 

55 0 0 0 0 
40 0 0 0 0 

240 0 0 0 0 

‘4 0 0 0 0 

190 0 0 0 0 

I6 0 0 0 0 

I.(0 

21s 

145 

90 

II 0 0 0 

32 0 0 I) 

120 0 0 0 

0 

0 
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Appendix 2 

1116197 

FIGURE 2. SAMPLE STAFFING REQUIREMENTS REPORT 

Cunmt Year 
Compltd Stifflg 

StaSng Forcclrt Srdiig Forecast StJtfing Forecast 
FY 98 FY 99 FY 00 

COmplld SldtiiUlg COlllplld stiulg COmpitd Sting 

Complcced Items 
TulW Work RtqlMu. U’ork Reqnas. work Reqmnts. work RhplInL% 

Sb.ndard Prod. (Hn) F-rod (Hn) Rod (H=) Prod. IHrs) 

Standardizrtroq 

hernational regulaloty proposals 
rvalua?d 

Bilateral negotwhns concluded 
B~li[eral ~grwments prepared 
.Lrd Cmfiution Standardiza- 

llpn bwhhop anended 
Isye papers (cmiIicaImfl 

prbyxz) coordinated 
Responses to ccruficatm~~ program 

notices ( C PNs) complcti 
ccrrlflcal1on progrs.rn plans (CPPS) 

soordinat.4 
Cqkication meetings attended 
FC.A.4 ctidication gwhce 

meetings alknded 
Rcvvw S.AE documents 

80 0 0 0 

120 
32 
32 

0 
0 

9 288 

0 
0 

I1 352 13 

0 0 
0 0 

416 13 416 

16 0 0 0 0 

-I 0 0 0 

24 0 0 0 

JO 0 0 0 0 
80 0 0 0 0 

5 0 0 0 

U’ork Jlruura Total: 598 J22 606 

Rulrmakmg ROJ~LSS TomI: 0 0 0 

0 

0 

0 

486 

0 

Rccuhon Policy Development .Servkr Area TotaJ: 598 422 606 486 
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Appendix 2 

FIGURE 2. SAMPLE STAFFING REQUIREMENTS REPORT 

Rc&atoq Policy Development (continued) 

lnsmrct~onr: Indicate m lhc I& hand column below the project title and control number for each rule-m&g proled worked on by members of your tidunng 

the liscal !eu. AlI nhmaking protects IO which your d&voted work houn during the fiscal year should be hs~ted regardless of uhen they began or ~hethcr 

or not II+ uerc completed Aso 1st the F.AR seAon(s\ addressed by each project in Ihc next column of&e worksheet. In the third ~‘olumn report the how 

devoted to each project during the fircal year. and indicate Ihe approxunatc number of work hours remauung for lhow rules wtuch were not completed. Indicate 

the expected distnbuuon of these renuuung houn over the next lhra tiil yeur. Add the total .%x&g requirements (houn) for cash tissl year md enter m 

the totals row sl lhc boltor& and m rhe “Rulemaking Pro~ecXs ToA” row on the previous page. 

Pro!?lecr Tl:le wd PCN 

Stalling Forecast StaiTmg Forecast StaBing Forecast 

CurTent Year FY 98 FI’ 99 FY 00 

Time Time Time Tin-S 

slas-mg Remauung SIaJ.?ln~ Renwning S~ulg Remauung SuKulg Rtmauung 

F.AR Rcqmntr. on hOJ@.Tt RcqmnIs. on hOJect R-IS. on Project R~qnWS. on Project 

ScLtlon(r) (Hours) , Hours) (How) Hours (Hours) Hours (Hours) Hours 

Rulsmakmg ProJests Total: 0 0 0 0 0 0 0 0 
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1116197 

FIGURE 2. SAMPLE STAFFING REQUIREMENTS REPORT 

~~~C~tha. Approv8k Appo&mcnta (CO) 

SLlffrng Forccaa Stding Foreclct Stimg Forecast 
CUrrcnI t’eu FY 98 F\’ 99 FYOO 

COlllplld. SLltfing Compltd stltffflg COfllplld slafrulg compkd SLlIflUlg 
Time work Rqmnlr. WOdC RqIlUlU. work RqIlIMS. WOdC RqmllI& 

Completed kerns 9.amh-d Rod mn) Pd. w-s) fbd. (Hn) Rod. rHn, 

Dalan .bc~ovalr (lmwrt and Domearc) 

SW Tye Cedcata issued 

‘Calrgoq I-11040houn 32 

-- Catrpory 2 - 41 to I20 houn 95 

- Category 3. 121 to6OOhoun 115 

.Anxn&d T>pe Certlficaks iwed 

‘C.llegolyI-I1040houn 24 

’ caiegory2.41 IO 120houn 85 

’ CJtegory3.121 10600houn 300 

suppl-ul -rye cer¶Lfhxau waled 

a CJleg~ I - I to JO hours 24 

‘cawgory2-JItoI2ohours 85 

’ C~tcgory3-121b6OOhoun 265 

.Ammm&d Suppl-tal T>pc CerMicas 

’ Caegouy I - I IO JO hours 24 I 2-l 0 I 24 I 24 

i CJlC$Ory 2 - 41 10 I20 houn 75 7 525 7 525 7 52s 7 52’ 
Category 3 - I? I IO 600 hours ‘20 .I 880 2 440 3 660 3 660 

Deslyn Changes issued 

Cscgo? I .A - I to 8 hours 

CJLC,~O~ I B - 9 to Jo houn 

- Cdcgoy. 2 - 4 I IO 120 houn 

C&gory 3 - I2 I to 600 houn 

Fwld approvals (F.-U Form 337). 

111&a testa conducti 

Fwld :pprovrls (FAA Form 337). 

cnguenng design rwew 

complelcd 

FwId !pprovals (FAA Form 337). 

.x=\li supplcmenu ~Ved 

4 196 784 200 800 205 820 190 760 

2-l 4.8 1.056 45 1.080 50 I.200 40 960 
90 I9 1.710 20 1.800 20 I.800 I! I.350 

275 8 2.200 10 2.750 IO 2.750 < I.375 

4 3 12 3 12 3 1’ - 4 16 

16 

4 

I8 

15 

288 I5 240 15 240 I8 288 

60 I? -18 I2 18 I< 60 

2 

I 

64 I 32 I 32 I 32 
0 I 95 2 190 2 190 

315 3 945 I 31s I 315 

24 I 24 2 48 2 48 
85 I 85 I 85 I 85 

0 I 300 0 1 300 

4 96 5 120 7 168 8 192 

22 1.870 20 I .700 22 1.870 25 2.12s 
9 2.385 15 3.975 I2 3.180 12 3.180 
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FIGURE t SAMPLE STAFFING REQUIREMENTS REPORT 

Completed ltnnr 

sL+lfLnc Fo:ccasI Stiig Forecast Sufmg Forecau 

currcn1 Year F’i 98 FY 39 FYOO 

- ComplId StdlnJ ComplId Stdillg COmplId SIaang CompiId swfing 

Time work RKtftUlU. Work R-2. Work Rqmnu. wak RW-- 
sundud Prod (Hn) Prod. (f-h) Prod tHn) Prod. (KIT) 

~IIUI .Amrovrls rcontwucd) 

TSO uahoaauons (domuuc) 

Issued 

TSO destpn approvals (impocc 

rpPlluwc) lswed 
TSO dewrt~ons issued 

PSI.% design appwals (throq!! 

ldmcruliy) uulcd a denled 

PILLA desqn approvals uJuougb 

IesI l-epms and compuuIroIl) 

1sucd 

workulg proceduru negoIwd 

~IIIC~~I of Rcuaentativa of 

tJw AdnwuMa 

Sew DERs appouitcd or revoked 

Sew dclcgu~ons (DOADM) 

qpomted 

12 

I20 

\cu SF.&R 36 delegu~olu luucd 80 

Work Ms~.~ure TotA: 

Ccrt&xtuan P~OJCCU (600- hour) Total 

4 73 292 80 320 

8 3 24 1 40 

32 0 0 0 0 

8 50 w 58 464 

40 8 320 4 160 

40 I 40 2 so 

ccmtflcaIiolu Approrab. AppolDtmmta sewk8 
Are2 Total: 

21 252 25 300 

0 0 

2 160 I 80 

13.866 16.41s 

3.340 J.300 

17.206 20.715 21.871 16.035 

80 

0 

S8 

6 

0 

30 

I 80 I 80 

320 

40 

0 

464 

240 

0 

36G 

0 

15.471 

6.Mo 

7s 300 

5 40 

0 0 

50 400 

4 160 

I 40 

35 420 

0 

13.921 

2.110 
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FIGURE 2. SAMPLE STAFFWG REQL7REMEhTS REPORT 

1116197 

~‘trtifkat~ons. .\pprorals. .~pp&mmu (continued) 

Cunnu Year 98 FY FY 99 F\’ 00 

TWIX Tune - TUTIC TUlU 

I .-I66 

i.233 330 :..‘oo ‘00 I .8oi3 I.804 0 

1.105 850 P.I 50 2.000 6.150 3.!00 :.6!0 I .900 ‘IO 

960 1.910 1.600 I.310 1.100 210 210 0 

I.094 1.:00 0 

3.340 13.560 4.300 9.250 6.400 2.860 1.110 ‘!O 
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Ocher Direct .ActivitJes 

In the left hand column below prow& a bnef dcwnprlon of each other duti work ~OJCCT to uhtch your statfdevotcd wo& hours during G-w lisA !.xr Scu list 

the proyst I& and ;onrrol number for lhe tiw~, aald mdis.xtr lhc toUl number of Stltfhoun spent on each proled dung the tiscal +.r (muumum 80 houn, 

For arm d&gad to >our orgyuutmn uhrch are urcludcd VI lhe dig guulde. w the spccdic !unc hmdard tigure awxlstcd unh ti work masure For 

hose &n\~t~es uluch wre not completed during the fscal year. mdica dx approxlrrmr numkr of uo& hours rmuirung on rhe pro~cct. Lldtcafr lhe cxpeacd 

dtnnbut~on of these rcrnauung houn over the neti three fiscal )eus. .Add the !oul &ng requwcmcnIs (houn) for each fiscal yur and enter rhc amount in the 

rouLs rou at rhe horn of lhe page. 

SIAflurg FxeGA Stimg Forecast Sdig Forccvt 

CUrrcriI Year FI’ 98 F-I. 99 woo 

TillK Tlmc Time Tii 

stiig Rena-g Stilflg R-3 SUfhg Rcrnauung sufiiig Remaining 

RcqrlU%% cm Project RClpnnlS. 0” hOJti R-W- 0”  h0JCt-t RqIlllltr. 0” hOJtXt 

PCN (Houni (Hoon) , Hours) , Hours) (How) (Hwnf (Houn) (Houn) 

I.432 180 0 

3 Tam \lemDcr. .Agmg I..<13 80 3’0 160 160 160 0 

comm”ccr .ticral? 1ss”a 

Other LHnct .ktMtits Total: 370 360 zoo 160 I’,0 0 0 
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FIGURE 2. SAMPLE STMFNG REQLTREMENTS REPORT 

Total Dlrtct U'ork Houn 

CurTTent 
scu 

F0rCCa.U 

FY98 -- 

Forecti 

FY99 

CerItlIissI~oris. .Approvals. .ApppouWncntr 

O&r Ducci Work 

FISC.U. k.E.m TOT.< 

I’ - 

3 

6.430 

'98 

17.206 

370 

21.604 

8.092 

422 

20.715 

200 

29.429 

9.160 

606 

21.871 

160 

31.797 

IO.904 

486 

16.035 

0 

27.425 
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FlGURE 3. INDIRECT WORK ALLOWANCE 

.- 
% AIR-100 Only 

Catqory Definition Allowance % AlIowance 
Assistance Support to other organizations in accomplishing their missions: 5.0 10.0 

Support to manufacturing inspectors (PC, APIS boards, 
special airworthiness certificates, enforcement actions) 

Support to Flight Standards (regulatory project teams, 
investigations, approval of process specifications for repair 
stations, compliance findings under Part 121) 

Support to regional Counsel on litigation activities 

Research and Development project monitoring 

Update of DOA, DAS, SFAR-36 staff qualifications and 
handbooks 

Travel Ofticial travel during duty hours 3.0 3.0 
ACRP General technical research (seminars, library time, journal 5.0 10.0 

SUPpofl review); participation in professional society programs, trend 
analysis of service difficulty data; presentations; DER; 
newsletters; informal inquiries 

Leave Ieave of any kiid(annual, sick, leave without pay, military, 15.0 15.0 
court, administrative), including holidays 

Tmining Non-technical and technical training (except managers’ 
training), including technical workshops 5.0 5.0 

TOTAL ALLOWANCE: 133.01 43.0 

1 

Note: Indirect work allowance should be calculated based on actual onbaard stnffurg. 

Page 21 


